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Office Mix 
Publishing guide 

Introduction 
This guide shows how to publish and share your Office Mix productions. 

Before you get started 
Choose how you want to publish your Mix: 

 Create a video if you have not included interactive content. 

 Upload to Office Mix if you have included interactive content (Quizzes Videos Apps). 

Creating a video 
1. In the Mix tab, click Export to Video.* 

2. Video size: use Internet & DVD for all online video. 

3. Seconds spent on each slide: choose how long slides will be on screen if they do not have 
recordings included (same time for all slides). 

4. Click Next. 

5. Choose where to save the file. 

6. A progress bar will appear, followed by a confirmation message. 

7. Now you can upload your video to Kaltura for use on duo (see the guidance on the Digital 
Learning & Teaching site) or onto other platforms like YouTube. 

Uploading to Office Mix 
1. In the Mix tab, click Upload to Office Mix. 

2. Review the information and click Next. 

3. Sign in with the credentials you used when you downloaded and installed Mix. 

4. Enable playback on mobile devices: Viewers will not be able to see the interactive content 
on mobile devices. Choose whether you would like them to see just a video instead. 

5. Progress information will appear. 

6. Click Show me my mix when processing is finished. 

 
 
 
 
 
 
 
 
*Publishing to O365 is not currently recommended as other platforms offer more reliable functionality, and 

exporting video allows you to save a copy locally.  

http://community.dur.ac.uk/lt.team/
http://community.dur.ac.uk/lt.team/
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Embedding mixes from the Office website into duo 
1. Find your mix online (use Show me my mix as above or the My Mixes button). 

2. Change the permissions to Unlisted and click Save. 

3. Copy the link that appears below the preview.  

4. Go to the duo site where you would like your mix to appear. 

5. In the appropriate content area, hover over Build Content and choose Office Mix**. 

6. Enter a title and other information as necessary. 

7. If you would like scores sent to the Grade Centre, tick Enable Evaluation: Yes. 

a. Points Possible: choose the maximum score; points will be evenly spread among the 
quizzes in your mix. 

b. Visible to students: choose whether a student’s score appears in My Grades. 

c. Due Date: enter a deadline if required. 
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8. Click Submit. 

9. Click on the title of the item you just 
created. 

10. Paste the url that you copied in Step 3 into 
the box and click Find. 

11. If the correct mix appears, click Yes.  

12. The mix displays as students will see it.  

13. If you wish, you can now change the mix permission setting to 
Limited. (You will need to change this back to Unlisted if you 
would like to embed the mix into another duo site.) 

 Tip: The Grade Centre in your duo site will now include a 

column for your mix; you might like to check this to make 

sure the settings are correct. 

 

 

**If Office Mix does not appear on your list: 

1. Go to Control Panel > Customisation > Tool Availability 

2. Find Office Mix on the list 

3. Tick the box to the right of Office Mix (under ‘Available in Content Area’) 

4. Click Submit 


